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Endi ngs an Beginnings

As many of you know, John Reidhead tr
and siestas! Afer 37 years of extraor
service at the end of July. We cannot
expertse, his integrity, and his | ead
be a simple or quickly completed task.
As such, we would |ike to introduce vy
Fi nance, Mar il ee Richins. Mar il ee ha
vices for nearly 15 years and began h
I n additon to her assignment as the |
serve as the Deputy Executve Director
Because @ff otf He miagtue @c lmainmg wi e®€ponsi bi
Finance, the Department of Administra
ment to ensure the best possible candi
duce highly qualifed internal and ext
to take us into an era of state gover
and evolving needs. The department e
of 2021.

During this tme of transiton, i f you

ing the Division of Finance, the recr
agency that i nvolve the division, Mar i
convenience. Contact informaton is |
Maril ee P. Ri chins

k'
mprichins@utah. gov 23'
38%1-5290 5
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Rel ocati on Rel ?n;%eggﬁanen1

Policy FIBCOB 05 =CVMing S

&y pacy e
By The Internal Con;t“ﬁ?o%ﬁiﬁ’Eam

I f your agency fnds it necessary to pa
|l ocate a current employee, there are s
recruit/ empl oyed frdusatS eS O2waSr eF F o¥fA.f A | NJ
0KS NBt20Fsa2y NBAYOdNBSIWEFZ> LI2K S OB2 CALO
GARSR (2 UGKS NBONHzZA Gk SYLX 28 S&K 2 dif Ri KoSS ol
Ay RSGFAET G2 f€tSOAFGS Fye YAaddzyRSNREGI
I n the past, the I RS would allow certa
ance with the Tax Cuts and Jobs Act of
ed with moving expense reimbursements,

positons beginning in 2018. The remov
2025 or longeAlilfrieltocatexteerdentb ur se me
come tax withholdings: Soci al Security

ings are approXihmat elsy a3s®quirement fo
Utah. AccordDBgD®g, heEEABEENOHModi fed to

I n some situatons, an advance of rel oc
advance of up to 90% of the relocaton
vance is processed on Reimbursement/ Ea
provided, the 35% tax withholdings on
ment amount (the total of the relocato

t hat this be communicated to the recru

The policy | ays out specifcally what t
pl eotrea or t o the occur rsaurcche acsf ptrh e rr ealpgc
Director/ agency head, a signed agr eeme
through State Travel, and bids from mo
scribes required supportng docameeattahe
has ocgcwsmurcéhd as receipts for all expens
the receipts, documentaton of the requ
moving company bids, and State Travel

Once the documentaton is complete and

and approved by the appropriate indivi
bie Empey and John Baylis, Division of
policyR2 ygBldasb@e FI 48 directly to St
the Division of Finance, the FI 48 wi l

f you have any quest onisbhaywlliesa@uet B7hd 8a%
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Payrol | FAQs

By Sonia Smith & Samantha Bill:i
vY 126 R2 L OflAY SESYLI 2y Yé 2nK

A: Complete Step 1 on the form W4. The
the form and return to-A4p&HYrLRlLl @ut ah. go

vY 126 R2 L O2YLX SGS (KS ySé 2nK

A: Complete Step 1 as stated. Step 1c
held at. Step 2 mark this box only if
complete as a dollar amount other wise
$0 amount on this step). Step 4 is opt
amount . Step 5 ign and date the form.
wor ksheet on page 3 of the form W4 and

Once you complete the form W4 HEHOMR .t
vY 126 OFYy L NBIljdzSad | 2HuK

o -

n -

A Pl ease email your request, includin
tpayroll @utah. gov

vY 126 OFly L NBOGASG Y& oaYSakKSSi (2 Oz2y

A Login to thhtep SD:HRM hgramh.euwmtaayh . gov/ gat e

Click on “payroll tme entry screen’”
Click on “tme r

Time Reporting

Access your time reporting data and activities such as:
View/print time sheets, view/certify leave balances, annual
'use or lose' report and pay period/holiday schedules. If
authorized, enter your working time.

Quick Links

Enter Time
Leave Balances
Use or Lose Annual Leave Over 320 Hours

Use or Lose Comp Time

Then c¢click on *
Time Reporting

Enter Time

Record your working and/or leave time here.
Print Time Sheet

Print current and previous time sheets.
Review Time Sheet

Review current and previous time sheets.

UDOT Finet Coding
UDOT Finet Coding Application

Finance.utah. gov
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FI NET Support

By Jonathan Engel, Finance S

How to Print a Report from Dat

Avail abhtepdHekledat awarehouse. fnan
document at om/WCamnaoPsr ilnt a Cognos.

Printng HTML may produce unsatsfactory
For mat command, and then print the PDF
the browser does. You can export your
arrow in the upper blue bar

Line Item Status Report v

™ & RunHTML
O, REPORTID: Line Item Sta State of Utah - FINET
Run PDF &
* Dept: 100 a « Line Item Status Report
Run |
B nd: 1000 @ PunExce
[ APPROPR APPROPRIATION NAME | FIXED FUNDING | ACTUAL REVENUE COLLECTED | TOTAL AVAILABLE | EXPENDITURES | L
PO ranossecatvedreor @ RunExceldata xecutive Director $9,272,300.00 $12.00 | $9,272312.00  $1,825375.71
FAAA DAS Executive Direc $9,272,300.00 $12.00 $9,272,312.00 $1825375.71
g OMOsAmasveRd o opuncey dministrative Rules $705,900.00 $0.00 $705,900.00  $158,515.65
FDAA DAS Administrative $705,900.00 $0.00  $705,900.00  $158515.65
FEAA DAS DFCM Administrati FCM Administration $6,018,700.00 $810,741.82 $6,829,441.82 $2,290,748.10
o & RunXML ovenor’s Residence $152,100.00 $0.00 $152,100.00  $152,100.00
-nergy Program $477,600.00 $0.00 $477,600.00 $151,594.08
FEAA DAS DFCM Administration totals: $6,648,400.00 $810741.82 $7,459,141.82 $2594442.18
FGAA DAS State Archives FGA Archives Administration $968,900.00 $0.00 $968,000.00 $429,978.08
FGB Records Analysis $459,300.00 $0.00 $459,300.00 $162,122.91

through your PDF viewer

Line Htem Status Report

sae semeoce  sisTsEa saroiass

Spreadsheet Upload (SSLD)

Background

Spreadsheet upload (SSLD) allows th
|l oad certain transacton data into FIN
FI NWiTt hout any of the system edits. T
be found in the document catalog in d

0/ 2y aydzSRO 2\
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6/ 2yoydzSRnTNIY ¢LI F §izLILJI2 NI 0

{ LINSFR&EKSSiG 'LIX2FR Oy o06S dzaSR T2N) GKS

GAXGener al Accountng Expenditure
CRCash Receipt

| DT nternal Department Transacton
| ETnt ernal Exchange Transacton

Upl oading the Spreadsheet
P G Af | okKEgLIAKYSINGEOY | vV OS & dzLJLJ2 NI &dzi | K D3I 2 ¢
ALINB I RAX B R R

1. Access FI NET
2.Sel edtumphelod
3.Enter SSLD

4 . SelGat
5.SelRBRrcdaws e

6. Find the déawirreed
7.Sel@mxdn
8.Sellpgltoad

View the Results o
1. Access FI NET
2.Sel edtu mphelod
3.Enter SSLD

4 . Selcat

5.Sel\wicgaw All Jobs
6. Enter the spreadsheet name (The job r
sheethkrelick
7.SelRBRrcaws e

8.Vi ewRuWmeSttoatduest er mi ne i f the job has
completed you can view the success of

9.Sel\wicaw Log

10FI NET di splays the following results
may represent multple spreadsheet rov

9 Rows Processed
f Rows Saved

T Rows in Error

l11Verify that tZdheer cRows in Error is

f Rows (documents) that error out wil/
the corrected informaton in another ¢

6/ 2yoydSRO 2y
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60/ 2yoaydzSRpiFNRY LJ 3§

Hints for using Spreadsheet Upl oad

T ,0ou need the Spreadsheet Upload Admin
requested-8udiomgn al@8IA vibik By lay O S-@dzintdred =
Security.

f You can only use spreadsheet upload f

rol es.

1 Use Document | Ds outside of your norn
avoid overl ap.

f Maxi mum Number of I|lines = 10,000

f Maximum File Size = 10mb

A0 OV Ao
(R O7C

New Contract for Fuel C

By Cory Weeks, Manager of
Many of you knRolwOethrrnat ¢ he Bitwaitei on (Di
new contract for fuel cards. One resul
rei mbursements to employees through th
cated throughl eae@tmeme $§tame' s motor poo

Moving forward, iif afmeemmlicyee bpaya sfeo
not work, please process the rei mbaurse
03.00. The proper obj edc8 fcoordne, iyso ub 1s7h2o.1
freeform Iine on the botom of the form
should be oweedf oehstcaee as well as ve
prise rendamamad mhtoomnpool | ocatons.

ThRel ®detvi si on would | i ke drivers to be
af eeehicl e, the driver should do a wal
card is in the vehicle. The PI N for th

Pl ease contawteko@yt Wefe kyoolu have any gt
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